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Kate Samsa 
Instructional and Technical Writing 
23 Durham Road • San Anselmo, California 94960 • 415-460^0745 



Contract 



T'nU letter cotifir.us our verbal agreement for wnUtty and developing procedural 

Sys^m User Manual This cont. uc, beg.ns on Tuesday. 

May 19, 1998. 
user manual content 

ZL\ to be used as a model for che producl,on process 

invoices arc payable in full within ten days of receipt . 

Th.s contract may be ten.inated by cither party with verbal or wrmen notice. 



Kate Samsa 

Instructional and Technical Wntmg 
signcdC^2^-^^y ^r^^ — 

Dated . ^^ 4-/'^-^^- 



Robeit Martiji 
Sr. Vice President & C;hi 




Daied 



Export Finance Sysicms. «nc 
44 Monigomery Sirctt 
Suite 1308 

San Francisco, C A 94 1^4 
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Preliminary Outline for Updating EFS System User Manual 
Objectives: 

• Add new information supporting software changes 

• Upgrade design, fommt and presentation 

• Inlegraie new screen shots into material 

• Restructure presentation of material by using step by step procedures 
Suggestions: 

• New manual cover page and side bar 

• Section litles for each section divider 

• Double side the pages (for less paper and bulk) 

• Add a header an<J footer to the page design 

• Use pages numbered as I . J> 2.3, etc. tor quickly locating informaiion and easy 
updates 

• Add a date of release in the footer, so subsequent updates to maierial are easily 
identified e.g., 6m or June 1998 

Preliminary Outline Ideas for Text: 

1 itie Page 
Copyright Page 
Table of Contents 

Section 1: Overview/System Description 

• What the system is 

• Its purpose 

• What it does - its major components 
■ Flow chart or some supporting visual 

Seciion 2: Entering Exporter and Buyer Information 

• Introduction - what this seciion covers 

• Entering Informaiion Procedures with screen shota 

• Ediiing Information Procedures with screen shots 

Seciion 3: Entering Credit I^iniita Inforitiation 

• Introduction what this section covers 

• Procedures with screen shots 



Section 4; Entering and Updating and Changing Orders - Will this be included in the 
software upgrade and require a new seciion? 
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EFS System Ov^rviGw 



Sample header and footer 



S/I9m EFS System User Manual 1.1 



